Date:

EMPLOYEEN NAME

DESIGNATION
DEPARTMENT
We refer to the letter of Appointment dated _______, vide which you have been appointed, in _________ department.

At the time of your probation review it has been observed that you are required to improve on your performance.

In view of the above, your probation period has been extended by six months.  

Your performance will be reviewed once again in the month of ________, 20__
For Company Name
Authorised Signatory
